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O What is the function of the office in which this record series is created?
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‘The | Office of Instructional Services is respon31b1e for development and implementation
of curriculum for Georgla schools from kindergarten through post-secondary, technical
and adult education and for administering compensatory programs, state educational
television program, teacher’ education and certification, and early childhood and
special education.

The Pupil Personnel Services Unit is responsible for the overall supervision of the
non-instructional service programs concerned with the welfare of the pupils, including
School Psychological Services, Guidance Counseling and Testing Services, and Visiting
Teacher Services.
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13. Is this the Record Copy of the series? ‘ X1~ (]
1k, 1Is thexe ga,duplication of this series in another office or agen&y? e T T [x
s N
15. Is the 1hfoﬁ§3tlon contained in this series ever summarlzed or published? 1 [x]
Attach copy of summary or publlcatlon.
16. Does the series contain classified 1nfonmat10n requlrlng security handling? © - [X]_f[k]
PL 93-380, Section 513 (45 CFR, Bart 99) : - Privacy nghts of Parents’ and Studgnts‘ :
17. Does the series 1n1t1ate, amend or terminate agency policies and procedures"» [ 1 [x
- ok Ths . LIiTIT
18, Could the function be performed if the files were lost or destroyed? x] [ 1
Much time and effort would be required to reconstruct files.
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 1] x1}
20. Does the record series provide data as input to an EDP file? [ 1 [x]
21. Does the record series contain documentation produced as EDP printout? S Y Ix)
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sition of these files?
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25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each ~-[]CALENDAR YEAR -{]FISCAL YEAR -BIJOTHER See attached ,then:

] Hold in the current files area - month(s)/ year(s):

] Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s):
] Destroy.

] Transfer to State Archives for permanent retention.

] Destroy immediately after cut-off.

] Other: (Specify)
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Description

76-53
PUPIL PERSONNEL SCHOOL SYSTEM
CORRESPONDENCE FILES

Documents initiated or received
by the Pupil Persommel Services Di~
vision relating to the programs of
the division, which include:

(1) The Visiting Teacher Service

(2) Guidance, Counseling and Test-
ing Services

(3) School Psychologist Services.

Included is incoming and out-
going correspondence related to the
function of the division.

Files are arranged by the above
three services and thereunder alpha-
betically by school system.

-84
7% 3 CHOLOGICAL REPORT FILES

Documents relating to the results
of thepsychological testing of stu-
dents from the public school systems
that have been referred by the School
Psychologists.

Included are: (1) Report of Services
of Psycho-Educational Evaluator Evalua-
tion, (2) Contract of Guarantee of Pay-
ment to the Psycho-Educational Evaluator,
and (3) Related Correspondence.

Files are arranged alphabetically by
system name, '

76-58§
GUIDANCE, COUNSELING AND TESTING
LOCAL PLANS FILES

Documents relating to the approved
plans of local school systems for guid-
ance, counseling and testing.

Included are: (1) Local Plan for
Guidance, Counseling and Testing (Grades
1-12); (2) Local Plan, Testing Program;
(3) Local Plan, Guidance and Counseling;

(4) Local Plan, Expense Estimate; (5) IT-71

Allotment Worksheet; (6) S$=-36 Report En-
rollments; (7) Allotment Notification for
Guidance, Counseling and Testing State
Funds; and (8) Reimbursement Request.

Disposition
)
i

Cut off at the end of the calendar
year; hold in the current files area
for two years; then destroy.

Cut off at the end of each fiscal
year; hold in the current files area
for two years; then transfer to the
State Record Center and hold for one
year; then destroy.

Cut off at the end of each fiscal
year; hold in the current files area
for two years; transfer to the State
Record Center and hold for one year;
then destroy.




Description

T =50 ‘
GUIDANCE, COUNSELING AND TESTING
SCHOOL SURVEY FILE.

Documents relating to surieys
conducted at the request of éhe Guidance,
Counseling and Testing Services involving
post-graduation plans of students in pub-
lic schools.

Included are: (1} DE Form 0062- Number
of Ninth Graders by Sex and Ability Level
Reporting Post-Graduation Plans, (2) Number
of Twelfth Graders by Sex and Ability Level
Reporting Post-Graduation Plans, (3) Number
of Students by Sex and Ability Level Who
Dropped Out of School, and (4) DE Form 0065-
Follow-up of Previous Years Graduates by Sex
and Ability Level. .

Files are arranged by Congressional Dis-
trict, thereunder alphabetically by school
system, and thereunder alphabetically by
name of the school.

7= S 7 SITING TEACHERS

MONTHLY REPORT FILES

Documents relating to the caseload
of the Visiting Teachers (School Social
Workers) as reported to the Visiting
Teachers Service monthly.

Included is Form S$-24, Visiting
Teachers Monthly Report.

Files are arranged alphabetically
by school system.

Disposition
R
i

Cut off files at the end of each
calendar year; hold in the current
files area for five years; then
transfer to the State Archives for
permanent retention.

Cut off files. at the end of each
fiscal year; hold in current files
area for two years; then transfer
to the State Records Center; hold
for one year; then destroy.



